3150 - CODE COMPLIANCE DIRECTOR

NATURE OF WORK

Thisishighly responsible management and complex professional administrative work planning,
organizing, staffing, directing, and controlling the activities of the City’s Code Compliance
Department. Emphasisof thework ison directing administrative, technical, and clerical staff in
the conduct of scheduled and followup inspectionsin responseto complaintsof alleged violations
of property maintenance, zoning, and other codesrelating primarily to the health, welfare, and
safety of the community.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Plans, schedules, assigns, supervises, evaluates, and isaccountablefor department functionssuch
asingpections and enfor cement.

Supervises the enforcement of applicable municipal codes, ordinances, and other regulations
through the issuing of written notices of violation.

Respondsto telephone calls and correspondence from citizens and City officials asrequired.

Attends City Commission and other meetings with civic and homeowner groups and business
organizations.

Instructs, trains and evaluates subor dinate personnel.

May conduct field ingpections on difficult cases or in assistance to a subordinate supervisor.

Analyzesand recommendschangesto codesand preparespolicy directionsfor department staff.

Respondsto and assstssubor dinatesin responding to unusual or difficult Stuationsand resolving
problems.

Reviews and recommends cour se of action regarding revocations/suspensions of licenses and
respondsto appeals of assorted violations.

I nter prets complex regulations and providestechnical information to interested parties such as
code compliance staff, other departments, and the public.

Prepares, maintains, disseminates, and is responsible for records, reports, notices, and
cor respondence concer ning department functions and personndl.

Testifiesin court and before related boards; obtains documentation; prepar es testimony; and
assistsothersin same.

Prepar es department budget.

Performsrelated work asrequired.

KNOWLEDGE, SKILLSAND ABILITIES

Thorough knowledge of related state and local laws, codes, ordinances, and regulations.

Ability to read and interpret blueprints, plans, drawings, specifications, and diagrams and to
determine conformance with established standards.

Ability to read, under stand, explain, and apply regulations.
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Ability to make technical inspectionsand render valid decisions.

Ability to enfor ceregulationstactfully, firmly, and impartially.

Ability to establish and maintain effectiveworking r elationshipswith other employees, agencies,
and the public.

Ability to make arithmetic and statistical computations with speed and accur acy.

Ability to communicate effectively both verbally and in writing.

Ability to testify effectively in court and before related boards.

Ability to research data and originate legal documents and other instruments of law.

Ability to prepareclear and conciserecords, reports, correspondence, and other documentation.

Ability to complete formslegibly and accur ately.

Ability to supervisethework of subordinate employeesin amanner conduciveto full performance
and high morale.

MINIMUM REQUIREMENTS

Bachelor’ sdegreein business/public administration and extensgve experiencein amunicipal Code
Compliance Department including consider able experiencein supervisng subor dinate employees.
Experience can subgtitute for education on a year-for-year basis.

PHYSICAL REQUIREMENTS

Must havethe use of sensory skillsin order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact. Physical
capability to effectively use and oper ate variousitems of officerelated equipment, such as, but
not limited to, word processor, calculator, copier, and fax machine. No significant standing,
walking, moving, climbing, carrying, bending, knedling, some crawling, reaching, and handling,
sitting, standing, pushing, and pulling. Must be ableto drive an automobile and perform on-site
inspections at locations which may not be accessible to the physically handicapped.

SUPERVISION RECEIVED

General direction isrecelved from an Assistant City Manager. Work is performed with little
direct supervison and with extensivelatitudefor theuse of independent judgment. Performance
isevaluated for adherenceto City policiesand attainment of desired goalsand obj ectivesthrough
personal conferences and review of reports of operations.

SUPERVISION EXERCISED

Supervision isexer cised through variouslevelsof subordinatesover avariety of administrative,
technical and clerical employeeswith assigned responsibilitiesin various phasesof departmental
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operations.
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